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(Jjy/l lAi fO A wJ 

(Jy/ J’l l£ ^ 4- j A JlA 5 / JjAiT 4-^j A (vertical line) 
Ak(ytJ j" (horizontal Line) 

If you are as good as you were yesterday, 
you will not be good for tomorrow. 
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.^v. A l/A (3 ^ i 

J/ 

C&jZy 1 jgtjilX' U>l 

(Ac^) 

It If (Jy^ I - 2 <V A U 8 J -<£_ fe J (J^lA ^ b ^/y 5 5J <£_ tv j c/A 

_ Ijr” lA I AjL - <£- J*vjI I &fc^- - <£_ jtflz-' br" l&/ LyCj L _ £_ 


JJ>( <i > > " < a ; i r ^ 

^ ^ i L /J l ”ll/L - 

_yjj , yijL^£w=^/’ 

-llAL L UA AJ j&i uZ^Jt^ iXLfcsfii - 
j>\ c^f. jt<_j l Jd d’-Zji (A X^v” 

-“jZSI/l Jy/JJ 
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_(J>7 ^vsjf IvC/IjG<^ 

Jt/f 

"If you fail to plan, you are planing to fail." 
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SWOT AND PRIORITY BASED PLANNER 


S Strength O Opportunity Ranking (High-Low) Date : _ 

W Weaknesses T Threats Importance 5, 4, 3, 2, 1 Urgency 5, 4, 3, 2, 1 Priority a, b, c, d, e 
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To Do-Description of Work 

S 

w 

0 

T 

Importance 

Urgency 

Priority 

Action Plan 

By 

When 


















































































































































































Make phtocopies of this chart. Fill this form every week. Just note down what you want to do and then fill the remaing coloumns. Review your progress 
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Office Routine Chart 

Self Designed Job Description 


Based on Experience in the Organization 


SMa 

Nature of Work 

Reporting 

Routine 






Mon 

Tue 

Wed 

Thu 

Fri 

Sat 
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Individual Delegation ~ 


Name of Delegatee: 


Date of 
Delegation 

Nature of 

Work/Communication 

Deadline 

Done 

Remarks 
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12-J^U 

Delegation planning 

Routine Work 


Title of Task 

Priority 

Delegate to 

Name of Week Days/Months 






















































































































































































Symbols to be used in six columns 
d: When delegated 

c: Expected date of completion 
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13-J^vL 

Project Delegation Chart 

When More Than Two Persons Are Involved 


Name of Persons (Delegatee) 
with targets date 

Nature of Work 
(Steps) 

Logical 

Sequence 
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